Hiring Freeze Exemption Request

Position Title: Election Sys Tech Date Submitted: 6.30.20
Division/Department: Auditor Preferred Start Date: ASAP
Requestor: Auditor Board Approval:

What job function will this position serve?
Please see attached job description.

Why do you consider this position to be essential?
Please see attached memo.

What are the consequences if this position is not filled?
Please see attached memo.

Is it possible for the job responsibilities to be performed by other staff?
Please see attached memo.

What are the funding sources for this position?
General Fund. Funding is included in the FY21 budget.

How will the department/office manage its work if this position is not authorized?
Please see attached memo.






Position: Election Systems Technician Dept: Auditor

FLSA Status: Non-Exempt
General Definition of Work

Performs intermediate administrative work overseeing the information and technology related to voter registration and election
management systems, and related work as apparent or assigned. Work is performed under the limited supervision of the Deputy
Auditor of Elections.

Qualification Requirements

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The requirements
listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
Essential Functions
1) Develops and maintains database, spreadsheet and other resources for analysis and reporting purposes; provides

reports and data analysis as requested by the Auditor or Deputy of Elections.

2) Participates in reseraching new predictive analytics methods, reporting and data visualization approaches to facilitiate
information sharing and decisions making; makes recommendations concerning such methods to County Auditor and/or
Deputy Auditor of Elections.

3) Enters data into various election software; establishes and updates files; retrieves information and prepares documents;
keys and verifies election history including election changes, additions, deletions; processes NVRA forms and reports.

4) Analyzes technological needs, evaluates problems and provides solutions for current and future election systems; installs
software and hardware as needed; runs stats program updates; coordinates deployment, provides technical support and
training to system users in the Auditor's Office; performs voting machine testing; serves as liaison to external agencies
and entities in regards election software and hardware.

5) Assists with various election processes such as candidate filing; voter registration, absentee voting and election official
training; establishes and maintains written procedures and documentation for various election processes.

6) Acts as technical liaison with the County IT Department, system vendors and the Secretary of State's Office.
7) Provides reports and data exports as requested by the public, media, candidates and political parties; answers public

inquiries by mail, phone, email and in-person; provides specialized voter and election information regarding services and
operations of the Auditor's Office to other staff members, elected officials, candidates and to the general public.

8) Assists with managing the office's website, intranet and other technological solutions.

Knowledge, Skills and Abilities

Thorough knowledge of federal, state and local election laws and policies; thorough knowledge of election hardware and
software; thorough knowledge of database systems and security conecpts; thoroguh knowledge in math and statistics;
general knowledge of standard office practices, procedures, equipment and office assistance techniques; thorough
knowledge of business English and spelling; some knowledge of county and department programs and policies; ability to
analyze computer system needs and troubleshoot hardware and software; ability to read technical instructions,
procedures manuals and charts; ability to operate standard office and computer equipment and perform word processing
and/or data entry; ability to operate standard office software systems; ability to establish and maintain effective working
relationships with staff and the general public.

Education and Experience

Associates/Technical degree in Business, Public Administration, Management Information Systems, Computer Schience
or related field and moderate experience in database administration, voter registration or election management
system administration, or equivalent combination of education and experience.

Special Requirements

Valid driver's license in the State of lowa.
lowa State Election Administrator Training Certificate within two years of hire.
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Applicable position, department, organization and professional training will be provided and must be completed upon hire
and on an ongoing basis.

Physical Requirements

This work requires the frequent exertion of up to 25 pounds of force and occasional exertion of up to 50 pounds of force; work
regularly requires sitting, speaking or hearing, using hands to finger, handle or feel and repetitive motions, frequently requires
reaching with hands and arms and occasionally requires standing, walking, climbing or balancing, stooping, kneeling, crouching or
crawling, pushing or pulling and lifting; no special vision is required; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels; work requires
preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, operating
machines, operating motor vehicles or equipment and observing general surroundings and activities.

Environmental Conditions

This work occasionally requires exposure to outdoor weather conditions and exposure to blood-borne pathogens which may
require specialized personal protective equipment; work is generally in a moderately noisy location (e.g. business office, light
traffic).
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